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thief, Records Yanagomsnt Staff

Technical Services Division Records BDurvey

1. Attaeched are the Records Contwl Schedule and Survey
Report for TED.

2. emcntation of this schedule snd the adoption of the
nmmmmm&mﬁmsemﬂmkm&iat&asmm&yrmmmtﬁmmﬁi@m&ﬁg
assist TBD in promoting good records mensgement practices.

However, in order to ¢bitain the maximm effectivencss from & newly
developed Recorda Control Schedile it is customary for the Division
Chief to provide esch Branch & copy of thelr portion of the schedzle.
Through experience we have lesrmed that the disseminstion of an
interna) notice emphasizing the imporiance of complying with the
schadule and sppropriate recommendetions ernbances the success of

2 records program.

3. The luventory disclosed thal there are spproximately
3900 eubic feet of recorda in TED. (Thim does not include TSD
records at field stations). Of this smount, less then 1% (2.5
cubic feet) was considered 4o be Fermanent Record mpterial. In
sddition, epproccimately 10% (394.3 cuble feet) wms sppraised as
Temporery, Dispossl Not Authorized. It is sntlcipated that, in the
fubure, disposal suthority will be sought and approved for a sub-
stantial amount of the records with disposition indicated ss

L. During the course of this survey some records were
destvoyed and h6 cublc feet of records were retired 4o the Records
Center.

5. The task of inventorying and developing g Records Conbrol
Behedole for such & voluminous collectlon was nob easy and much
of the credit is lergely due to| |detailed vnder-
standing of the miesions of the varicus 8D brenches snd her
conscilentious ettitude foward her records work. It is hoped that
in the future,| |#111 bve eble to pursue other phases
of Records Management ms prescribed ir Agency Begulstlions.
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6. I wish %0 express wy ayprecletion to mexbers of the
Tochrical Sexvices Division for thelr sssistance and cooperstion
25X ‘ given ing this survey. Flesse let me kuow 1ff we
280 be o ey service,
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